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INSTRUCTION NO. : LI 20-15
LI 20-15 PERSONNEL
Revised 16 April 1974

SUBJECT : Salary Checks and Time and Attendance Reports

REFERENCES: (a) LI 20-16

STATINTL ()

1. GENERAL

This instruction implements the references and prescribes responsibil-
ities and procedures with respect to salary checks, and Time and At~
tendance (T&A) reports.

2, RESPONSIBILITIES

a. The Executive Officer, Office of Logistics (E0/OL) shall:

(1) Provide an authorized courier for the pickup and delivery of
salary checks,

(2) Maintain a current roster of designated T&A clerks for OL,
b. OL staff and division chiefs shall:

(1) Designate personnel within their jurisdiction to receive and
distribute salary checks; maintain T&A reports and control
lists; certify the correctness of the reports, except for
those individuals authorized compensation or compensatory
time for overtime in accordance with reference (a); and com-
municate with the Payroll Branch, Office of Finance, in re-
gard to the subject and related matters.

(a) Designees may be branch or section chiefs, or an admin-
istrative person or persons in the staff, division, or
branch,
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(b) Designees shall be sufficient in number (one per 25 or
30 employees is recommended) to adequately cover the
organization, and must be in a position to attest to
the correctness of T&A reports for the personnel con-
cerned. When it is desired that designees be restricted
to a few personnel within the office of the chief, nec-
essary controls shall be established to provide for
accurate completion of the T&A reports; this may be ac-
complished by requiring branch or section chiefs to
initial the reports prior to forwarding them to the
authorized designee for certification.

(2) Furnish the E0/0L with any changes in personnel authorized
to certify T&A reports.

Designees shall be responsible for the accomplishment of the
duties specified in paragraph 2b(l) above and for carrying out
the instructions outlined in reference (b),

PROCEDURE

An authorized courier shall pick up from the Payroll Branch the
salary checks and the Check Issue Lists and deliver them to OL/
Registry for distribution to the staffs and divisions.

Each authorized designee, in providing for the distribution of

salary checks and the preparation and maintenance of T&A reports
and control lists, shall:

(1) Check each check received against the Check Issue List for
accuracy,

(2) Distribute the checks,
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(3) Maintain and prepare T&A reports and control lists, in
accordance with reference (b),

(4) Forward the completed T&A reports and control lists to
the Payroll Branch for their receipt no later than 1500
hours on the Monday following payday.

7

STATINTL

7L/5irector of’ Logistics
i
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LOGISTICS INSTRUCTION LI 20-15 !
/ NO, 20-15 PERSONNEL
31 March 1971
SUBJECT : Salary Checks and Time and Attendance Reports
STATINTL REFERENCES: (a) LI 20-16
(b)
RESGESSEON—ET20=9—dtd 27 Fan—65-
1. GENERAL
This instruction implements the references and prescribes respon-
sibilities and procedures with respect to salary checks, and Time
and Attendance, Reports,
(T4#)
2. RESPONSIBILITIES 'y R _
- Cg#;ﬂAataL,:ﬁz’ QZi#irvqua—1$¢ (T APC%/ngj)
o a. The Executive Officer, ok shall: ~
(1) Provide an authorized courier for the picKLﬁp and delivery
of salary checks.
7 <A '
(2) Maintain a current roster of designated #éme—end-Attendance ﬂ/lerks for
s Gbiiee—ef—togrerres: (b ,
L
b. 0 /étaff and Bivision fhiefs shall:
(1) Designate personnel within their jurisdiction to receive
and distribute salary checkgr to-gign Cheek-Issue.
Idets; P maintain Pime ang'A tendance,Réports and the—
; : Aontrol Aists; jo certify the cor-
rectness of the reports, except for those individuals
authorized compensation or compensatory time for over-
time in accordance with reference @); and %e communicate
with the Payroll Branch, Cempensetion—and Tax Division,
Office of Finance, in regard to the subject and related
matters,
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(a) Designees may be branch or section chiefs, or an
administrative person or persons in the staff,
division, or branch,

(b) Designees shall be sufficient 1n number (one per 25
or 30 employees is recommended) to adequately cover
the organization, and must be ﬁ'EﬂEOSltlon to attest
to the correctness of #ime and Attéhdance Keports for
the personnel concerned, When it is desired that
designees be restricted to a few personnel within the
office of the chief, necessary controls shall be es-
tablished to provide for accurate completion of the

’Tdf* lTime and Attendance,ﬂéports; this may be accomplished
by requiring branch or section chiefs to initial the
reports prior to forwarding them to the authorized
designee for certification. )

CxewuTTVEORSTIER corol
(2) Furnish the Payroll-Braneh with any changes in personnel
authorized to certify Time—anéwﬂ7tendance,Réportsnaﬁd—tn

sign—Eheck—TIssue-Lists, T4
c. Designees shall be responsible for the accomplishment of the

duties specified in paragraphib(l) above and for carrying out
the instructions outlined in reference yﬁ

3. PROCEDURE

a. An authorized courier shall pick up from the Payroll Branch the
salary checks and the Check Issue Lists and deliver them to thke-
OLfFegistry for distribution to the staffs and divisions.

b. Each authorized designee, in providing for the distribution of - 4
salary checks and the preparation and mgintenance of Pime-and
Aetendeneefﬁbports and tee—fimeand Aitendenee Control Aists,
shall:

—2-
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(1) CheckVégalnst the Check Issue List for accuracy. e eaéh
_glleck received)ends—upon—verificatiom;—sign onecopy
of The~Iist and return it to -the Payroll Branch, Com-
perngatioen and Tax Divistony; Offiee of Finance.

(2) Distribute the checks.
7 ¢+A

(3) Maintain and prepare Téme—am—rtterdarce Heports and
ionibmasmassbbdsmiondc SOntrol L’ists in accordance

with reference
v Tk

(4) . Forwardl to the Payroll Branch fop-their receipt no
later than 1500 hours on the Ménday following payday
(the completed Thme—and—Atiefidar
Tibemand—ditondanoe ,@ontrol E’istsﬁ; tegether with-any—
supporting documents

STATINTL

JOHN F. BLAKE
Director of Logistics
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